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ABSTRACT 

This package of caaera ready masters is one of a set 
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■anageaent^ systei vhich (1) provides techniques to improve a high 
school's <:areer guidance program, (2) focuses on the skills students 
n^d to make decisions about and pursue their li£e goals, and (3) 
offers the school step*by*step directions in planning, developing, 
implementing, and evaluating an upgraded career guidance program that 
is compatible with student career development ^eeds and resources 
available in the school and community*) Included are masters 
(questionnaires, ins^uctions, CPSS Program Information File, etc*) 
needed for the follovin^g CPSS act^.vities: Resource Assessmentv 
Surveying, Tabulation, Seleqjting Program Goals, dnd Producing Career 
'Development Onits (CDOs) • Tl^ nvmber of copies and time for as« is 
explained in the coordinator's handbook component fCB 012 56i) of 

CPSS. {Tiy 
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CAMERA READY MASTERS 



B/M-1 Resource Assessment 



*^ \ • ' 

'1- "Descriptive and Evaluative D ata on the Existing Career Guidance Progratn> Insert aTter this ' 
page descriptions of career development activities being conducted by y6ur school prior to th e 
, start of -CPSS. Also provide any available evidence tjiat indicates that the activities are effective 
If possible, li.mit the desclription-and evaluative data for each prior career development activity ' 
to one page. A suggested format for documenting an existing activjty is given below: , 

A. Name of Activity: l)se only if the^ibvity has an official and/or popular designation that 
most people in the school will recognize. » ' • 

B. Goal(s) : List the stated goalfs) for the activity, if available , ^ 

C' Objective(s) : List the stated objective(s) for the activity, if available. 

' D. Activity Leader(s). List the individual(s) within and, if Appropriate, outside the school 
. who has prime responsibility for the activity. 

E. Infusion Point : Identify where the activity is being conducted. 

F. Schedule. Provide the date(s) or time period(s) during which the activity* conducted. 

' ■ • 

•G. Activity : Briefly describe thaactivity. If possible,- include a description of at least the 
following. (1) metho,ds, including materials used in the order of their use and (2) the 
amount of time needed by students to complete the method. 

H. Resources: 



a. i People - List the names of all individuals who are'responsiljle for instruction coordi- 
nation, counseling, etc., in the activity. For each individual, provide the amount of 
time utilized for the activity. 

b. Materials - List all materials used, such as pamphlets, films, books, forms, etc., and 
the.am&unt of time each is used. 

c. Equipment - List all equipment, such as projectors, tape recorders, etc., used and 
^the amount of time each is used. 

d. Space — List only unusual space requirements. * ' , : 

e. Funds - List the money that is being spent for the activity. 

Evaluative Data: Briefly describe evidence that indicates that the activity is effective. 
If available, cjte the degree to which students achieve objectives and their reactions to 
participating in the" activity. ^ . ' 
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*Information for this item is collected only once. 

t 

5 



^- Current Career-Relatetf Programs in Feeder Schooisv ' Id^tify and briefly describe career- \^ 
related programs currently being conducted at the sclp^ols (elementary, middle, and junior 
high) whose majority of students eventually attend ydtirTiigh school. Use additional pages 
if necessary. 



School 


Grade Level(s) 


Kind.of Career-Related Program(s) 








t 


i 

\ 
} 





I 



Information accurate as of.,, 

• ■ • (date) 



State and District Career Guidance/Develop ment Goals, kttach or write below the career - 
guidance or development goals prescribed or suggested by your state educational agency or 
local district. : . , 



r 



4. faculty/Staff . ' ' ^ . , - 

a. How many faculty/staff fnemljers (administrators, counselorsneachers, teacher's aides 
. • secretaries, etc.) does your schopl have? List the faculty /staff members.by unit or de- 
partment (administwtion, counseling and guidance department, verbal communication 
depa;tment, social studies department, etc.)*and by type of people (administrator, teacher' 
• . etc.). The list already printed beldwMs just to get you started. Please add appropriate pb- ' 
, sitions. ^ , , I- t- r 



Organizational Unit/Type of Personnel 




Number ^ 


Administration 






Administrators t * * 
Secretaries 






* 

V 




I 

\ 






\ 


Gdidance and Counseling 
> • 

/ Counselors ' ' ^ 

/ . 




/ 


/ ' ^ 

/ 

/ . ^ ' . 


* 




/ 

/ 
/ 

/ ^ 




i : ^ 



i 



Total Number of Administra(ibs " ^ 

Total Number of Department Chairpersons 

Total Number of Teachers 

Total Number of ' , , = 

Total Number of ' , = ^ 
^\ - Information accurate as of 




JDrganizatiorial Unit/Type of Personnel 



Number 



- IN 



erJc 



JO 



b. List the support personnel assigned \o your school (such as psychologists.'sociaJ workers 
speech therapists, etc.) and the extent of the services they provide .to your school. 



Type 



■ ^oTime 
in Scliool 



Duties 



I 



\ 



Informatiop accurate as of 



(Date) 



ERJC 
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List below the types of c^eer-reratetT materials in your school and their number age ' ' 
locatipn, and the pprson tb'cofifeict^o us* them. There is ho need to duplicate infor- 
mation here. If the information is llready catalogued somewhere, just reference its 
location. ' / 



Type of Materials 


4 • % 

Number of 


Publication Date 


' J 


t 

Contact 


in the School 
5 


Items 


Oldest^ 


Ne^lest 


Location 


Person ^ 












m 


Books 




« 








Pamphlets 






i 






- Career Kits {SRA,etc.) 
* 


• 




• 






* 














— 










V urns or Videotapes . 












Filmstrips 








• 




Job 'Kits 




■ 








Records or Tapies ^ 


V . 






\ 




Periodicals 












Othei^/'Snprifv'i 


t 










K 


4 












^ 1, 
























• 











, Information accurate as of 

(date) 



b. Identify any agencies, or units (such as media centers^ film libraries, instructional services 
. * centers, etc.) in your school district, state department of education, local libUry, labor 
, organi2ationr, etc.,.th'at store and distribute career development materials. Also, specify ] 
4h'e wayfs) specific materials can be identified (for instance, by using manuals, or cata- ^ *^ 
logues) and the procedures for acquiring the materials for Vour school's use. There is no 
need to duplicate.information herer. If the information is already- catalogued somewhere, 
_ iust reference its location. ' * t 



Agency/I^ocatidn. 



Method for Identifying Material 



Procedures for 
Acquiring Use of Material 



Information accurate as of ' v ■ . „ 
. • • (date) . 



Equipment. Identify the types and specify the number and location of equipment in your 
school that could be used in a career guidance program. Identify the individual responsible 
. f6r M^ieduling the use of the equipment; 



M 

^ Type of Equipment ' \ 


Number 


Location 


Contact Perspn •• 


' Overhead ^Pro^ector 

Slide Projector ' , 

Movie Projector; 

Taj>e Recorder^ 

Other (Specify) • . ' 






% ■ - 


» *" » 






• 


. .... ■ ^* ■ 






















' > m * 


f 






s 



Information accurate as of 

\ (date) 



7. Space. Identify the rooms that may be used for career development activities. Give the<:apac- 
ity of each and mention whether the room can be darkened for film-viewing. Identify th6 per- 
son responsible for scheduling the space. 



Identification 
of Space 



Capacity 



May Be 
Darkened 



Period(s) 
Available 



Contact Person 



Information accurate as of ' 



(date) 



8. Fimds List the type of funds that may be use\i for ^implementation of career development 
units. List the amounts available and any restrictions on their use. Identify the individual re- 



sponsible for spending theseiunfls'. 



TS'pes Of Funds 


Ainaunt Available 


Restrictions 


Contact Person ^ 












: ^, 










/ 

/ 




• 








r 




i 




* 


* 

♦ t 
4 


1 ^ 





Information accurate as of 



(date) 



Universities and College's . Lisf the universities and two- and four^year colleges.in y\ur metropolitan area or county. Identify 
their general programs, the persons to contact for information and/or assistance, and their phone numbers. 



Universit^ot College • 
and Location 


General Programs 


'Contact Person 


Phone 


















- ■ . *\ 

t 

<? J' . 


'.4 


• 

*• 


\ 




• 

« * ' ' 

\ *" t 







(Source: _ . ^ ) ». ■ . Information accurate as of . 

. ^ '■ ' ' ■' (date) 



" , • ;■. ^ ^ \ • ' ■ ' - ' ' * 

1^- Occupationa l Preparation Schools . List the private and public vocational and technical institutions and other occupational 
preparation schools in your metropolitan area or county. Identify their general programs, the name of persons to contact for 
information and/or assistance, their phone nuiwbers, and a summary of entry, requirements. Attach additional sheets if neces- 
. sary*. - s 



School/Location 



^Jerieral Programs 



Contact Person 



one 



Summary of Entry Requirements 



(Source: 



Information accurate as of 



(date) 



2&- 



t 
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Occupational Preparation Programs. LisHhe organizations Wiat offer apprenticeship programs, formal industrial training 
programs, and other formal occupational preparatiort programs not listed in the previous item but available in your metro- 
politan area or county. Also list the programs they offer, the persons to contacffor information and as^stance, their phone 
nombers, and a summary of entrance requirements. Attach additional sheets if necessary. , ' 



Organization and Location 


Programs 


Contact Person 


Phone 


Summary of Entrance Requirements 










^ / 

7 / 










f 1 


✓ 


/ 


• 




* ' \ 






* 


♦ 

f 


' , , i 












« 

? 

« 
























r 







(Source: 
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- informati^Ai accurate as of^ 



(date) 



12. 



Post-secondary Assistance . List the organizations (not previously listed) your metropolitan area or county that now pro- 
vide or coufd provide students aHf^ornier students assistance with obtaining information oa identifying, selecting, and en- 
tering colleges,- universities, voptidnal and technical schools, and otber occupational preparation programs. Also list the 
services they offer, the person^^j^ontact for assistance and information, their phone numbers, and any constraints relevant 
to the programs, such as^limit^ion on the number of clients, etc. Attach additional sheets if necessary. 



Organization and Location 



Services Offered 



Contact Person 



Phone 



Constraints 



(Source: 



Information accurate as of 



(date) 



24 



25 
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i Occupational Selection Assistance. List the organizations in yoiir metropolitan area or county that now provide or could 
provide. students and former students of this schdol assistance with selecting at) occupation (such as occupational awareness 
testing, work e^cperience, etc.). Also list the servftes they offer, the persons to contact for information and assistance, their' 
phone numbers, and any^jonstraints relevant to the programs, such as limitations on the number of clients, etc. Attach ad- 
ditional sheets if neeessyy. , . 



V 

, Organization and Location 


Services Offered ' 


Contact Person 


i 

9 

Phone ' 


Constraints 






/ 




^ - 








1 


• 




' ■ ■ 


4 


\ 




• 












* * ii 









I 



(Source: 

26 



Information accurate as of 
• ^ ' (date) 

I 
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14- Job Placement Assistance. List the^organizations in youir metropolitan ^ea or county that now provide Or could provide 
job placement to students and former students of this school. For each organization^ list the services ollfered, the persons 
to cofttact for information and assistance, their phone numbers, and any constraints relevant to the programs, such aslimU 
tations on the number of clients, et^. Attach additional sheets if necessary. 



Organization and Location 



(Source" 



^Services Offered 



Contact Person 



Phone 



Constraints 



Information Accurate as o^ 



(date) 



23 



29 



\ 



P art-time Employment Assistance . List the organizatioiis4n your metropolitan area >j countv that now provide or could 
provide students and former students of this school assistance with acquiring part-time employment. AJso list what services 
are offered, the persons to contact for information or assistance, their phone numbers, and possible constraints relevarU to 
the services, such as limitations on the number of-clients. 



Organization and Location 


Services Offered 


Contact Person 


Phone 


* Constraints 




















w 


M 










^1 








of 

« 



(Source: 



Information accurate as of 

, (date) 
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16. Special Programs. List tfie organizations in your attendance area, metropolitan area, or county that now provide or could 
proYide students and former students of this school assistance wi'th selecting and placement in special programs, such as 
remedial reading, and speecfi development. Also list the services offered, the persons to contact for information and assis- 
tance, their phone numbers, and any constraints relevant to the programs, sucTrTas limitations on the number of clients, etc. 
Attach additional sheets if necessary. 



Organization and Location 



(Source: 



Services Offered 



A 




Contact Person 




J 




Phone 



Constraints 



Information accurate as of 



(date) 



er|c 
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17. Help for Emotional and Physical Problems . List the organizations in the metropolitan area or county that now provide or 
could provide students and former students assistance with emotional and physical problems. Also list the services offered, 
the persons to contact for information and assistance, their phOTe numbers, and any constraints relevant to the programs, 
such as limitations on the number of clients, etc. ~ * ' 



Organization arid Location 


Services Offered 


Contact Person 


Phone 


Constraints 


i 




V 


























f 


ft 


s 







(Source: 



Information accurate as of 



(date) 



34 
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18. District Guidance/Career Education Administrative Services. ^ 

a. * Using the most current information you can find, show the school disttrct organizational 
- chartvincluding lines of authority overseeing guidance/career education activicies. If it 
. is not clearly shown on the organizational chart, provide a list of names and positiorft of 
primary decisiop-makers. * , f 



r 



/ 



% 



> Information accurate as of 

(date)- 



36 



b. Using the most current information you can find, provide a list of names and positions 
of other district staff/persons who have responsibility or interest in the areas of guidance 
and/or career education. ' 



Name 


Position 














• 










I 

* 


- 


* « 


• 


> 






* * 


• 

* 














> 








• 


\ 








> 





















Information accurate as of 

(date) 
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1 ' 

♦ 


• 




19. People. List below the names of persons in your metropolitan area or county that now provide or could provide! students 
and former students with specific career information. Also list their career expertise.^ their phone numbers, and any con- 
straints upon utilizing them as resources. ' - « 

^ " " * 






Name 


Area of Expertise 


Phone ^ 


Constraints 














* V 






*- 


> 


r 


% 

t« 






9 








4 

0 


• 

V 


• • 

• 


J 






• 


t 

'38 




• / - 

Information accurate as of 

(date) 
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20. 



in^rmatic 



Population . .Using the most current information you can find, fill in the blanks below, crossing 

out inappropriate designations and stating niesomce of ypair information. 

* . • 

a. - The number df people who live(d) in your metropolitan area (Standard Metropolitan 
Statistical Area as defined by the U.S. Bureau of the Census) or county in 19 is/was 



(Source: 



) 



The humber of pe<^e who live(d) in your school attendance area (the geographic area in 
which the students of this school liVe) iiyt.9 is/was^ . 



(Source: 



) 



21 



Populatiori Changes . Using the most current information you can find, fill in the blanks below, 
crossing out the inappropriate designations and staffing by what -percentage the population in- 
*^ creased or decreased bet^^ll the last census and the Ane th^t preceded it. Also state the source 
of yjour information. . ^ ' 

\ " 

a. The population of your metropolitan area (Standard Metropolitan Statistical Area- as de- 
fined by the U.S. Bureau of the Census)/couBty: 

Increased by percent between 19 and 19 . 

* * * 
Decreased ty ^ p ercent between 19__ and 19 . ' ' 

-.(Source: ' ' ^ ^ ) 

b. Th% papulation of your school's-attendance area (the geographic arei in which most df 
the students live): „ ^ * 

Increased by - 



Decreased by_ 
(Source: > - 

— : ■ . 



percent between 19 and 19 . 

percenr between 19 and 19 . 



'J 



it 
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22. Occupations , Using the most current information you can find, fill in the blanks below or on 
the next page. The classifications below are those used by the U.S. Department of Commerce, 
Bureau of the^Census. On the next page (items 22c and 2?d) are the classifications as listed 
from the U.S. Department of Labor's Dictionary of Occupational Titles^. Use the list which best 
corresponds to those classifications used in your location. If neither set seems appropriate or 
convenient^ you have the option of crossing them out and writing in comparable classifications. 

a. ^ During 19 / , Presidents of the metropolitan area or county were employed in different 
occupationalareas^as follows: 



Men ^Women |^ Total 



Occupational Area . " ' Percent of Distribution in Metropolitan Area/County 

1. Professional 

2. Managerial 

3. Sales , 

4. . Clerical 

5.. Craft workers 

6. O^ratives' y 

7. J4onfarm laborers , 

8. Farmers and farm managers 

9. Farm laborers 

^ 10. Service workers except 

private household ' ' . 

11. Private household . 

(Source: j 

b. During 19 ^ workers in the United States were employed in different occupational areas 

as follows: * ^ 





Occupational Area 




Percent of E^istribution in U.S. 


1. 


Professional 


Men 


^ Women Total 


2. 


Managerial 




f 


3. 


Sales 






4. 


Clerical 






5. 


Craft-workers ^ ** 






6. 


Operatives 






7. 


Notifarm laborers . 








^Farmers and farn^f managers'^ 






9. 


Farln laborers 




— ^ 


10. 

r 


Service workers except 
private household 






11. 


• Private household' 







(Source: 



DO NOT COMPLETE tPJIS PAGE IF YOU COMPLETED ITEMS 4aind 4b ON THE LAST PAGE. 

c. During 19 ^ residenteof th^ metropolitan area or county were employed in different occupa- » 

tional areas as follow§^^^^ ' 

0 

Percent of Distribution in Metropolitan Are^/County 
Men ^ Women Total 





Occupational Area 


1. 


Professional, Technical, 




Managerial 


2. 


Clerical and Sales 


3. 


Service 


4. 


Farming, Fishery, Forestry, 




and Related Occupations 


6. 


Processing 


6. 


Machine Trades ^ 


7. 


' Benchwork \ 


8. 


Structural Work 


• 9. 


Miscellaneous 



(Source: 



) 



During 19 , workers in the United States were emptoyed in different occupational areas as 
follows: i ' ^ 



Occupational Area 



1. Professional, Technical, and 
Managerial 
•2. Clerical and Sales 

3. Service 

4. Farming, fishery. Forestry, 

and Related Occupations * * ^ 

5. Processing 

6. ^ Machine Trades ' <^ " \ 

7. Benchwork - 

8. Structural Work \. ' \ 

9. Miscellaneous 

(Source: . » 



Men 



Pera^t of Distribution in U.S. 



Wonjen 



Total 



er|c 
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23. Unemployment. The average unemployment rate in the metropohtari area/county during the 
• last year, 19 , was ft follows: 

(You may expand or revise the racial/ethnic categoHes in the tables to reflect the racial/ethVc 
composition in your area.) 




RACIAL/ETHNIC 
GROUP 


SEX 

Feniale Male 


' TOTAL 




INO. 


f Of 
70 


XT 

No. 


% 


No. 


% 


Black 














White" T 














• 




- 


- 










■«• 










* 


Other ^ 






4 








TOTAL 








\ 1 




\ 


• 












1 



Information accurate as of 



(date) 



24. School Boundaries . The boundaries |^ the attendance area of this school are: 
(attach maii i^ available) 



25. Distance to Boundary . The distance from this school to the farthest point on the boundary ' 
is miles. 



26. Size of Attendance Area. The size of the attendance area is square miles. 

■ * ■ / ■ 



27. Bus Transportation . The number and percentage of students who travel to this school by 
school bus are : 



% of file student body 



* ^ Inforniation accurate as of 

' • (date) 



• 45 



28. Student Enrollment. Using the most current information you can find, complete the following 
. two tables. (-You may expand 'or revise the racial/ethnic categories in the tables to reflect the 
student racial/ethnic composition in your particular school.) 

a. The number (No.) and percentage (%) of students, by racial/ethnic group and sex, that 
are enrolled in this school for the present academic year (19 ) are as fojlows: * 



RACIAL/ETHNIC 
GROUP AND 


9 


GRADE LEVEL 
10 11 


12 


TOTAL 




INo. 


% 


XT 

No. 


% 


No. 


% 


No. 




No. 


■ % 


Female Black 






















Female White 


• 




















. Jemale Other 






















Male Black 




\ 


















Male White 






















Male Other, 






















; 






















TOTAL 




100% 




100% 




100% 




100% 




100% 

1 



Information accurate as of 



(date) 



The number (No.) and percentage (%) of students, by racial/ethnic group and sex, that 
are projected for ^ext academic year (19 ^are as follows: (If this information h 
• not easily projected or ^stirftated .by racial/.etlnTc and sex categories, simply provide 

totals.) »r J r 



RACIAL/ETJ4NIC 
GROUP AND 
SEX 




■ • 

9 


GRADE LEVEL 
10 , 11 


• 

12 


TOTAL 


No. 


% 


No. 




No. 




No. 


% 


No. 


%. 


Female Black 


















• 




Female White 








• ■ 




r 




\ 




/ 


Female Other 










v.- 










/ 


• Male Black 






















Male White 






















1 

Male Other 






















TOTAL 




100% 




100% 




100% 




100% 




100% 


L< ' 










— % — 













Information projected on: 

(date) 



29. Dropouts. The number and percentage of students who dropped out (not transfers) from your 
school -during the past three years'are : 



' Year 

19_ 
19_ 

1^' 



Number 



Percentage 



Information accurate as of 

(date) 



I 



30, Course Offerings. Using other sheets if needed or attaching an?inf ormation already prepared, 
list the course areas (English, mathematics, etc.) and types and levels of courses your school 
offers in each area. 



A 



/ 



Area 



Type and Level of Courses 



\ 



\ 



ERIC 



Information accurate as of 



(date) 
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Clga Scheduling System. Describe the scheduling system used in this school (number, length 
afld types of time periods; length of school day, term, year). Attach a schedule if already pre- 
pared and appropriate. ^ 





. ■ I 

} 




, Information accurate as of 



(date) 



;)0 



32. « In-service Education . Describe the following, using this sheet and attaching any other you may 
need. ' ^ ' 

a. Describe all in-service education Currently being conducted or planned in the area of 
career development. Include the names, positions, and amount and type of education 
received. 

b. . Describe the in-service educational requirements for faculty/staff of-this school, including 

the amount of time required, th6 subject matter, and the means by which requirements 
are. established. 



Informatioh^ccurate as of 

■ Kdate) 
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Determination of Course Content List beW the procedures for determining the content of 
courses or gUidance services offered in this school. List also the names or positions of those 
* who make decisions related to this activity. & f v » 



a. Procedures: 

2., 

3". 

'4. ' 
5. 



b. "Names or Position^^Key Decision-makers: 



1. 
2. 
3. 
4. 
5. 



Information accurate as of 



(date) 



ERIC 
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Resource Accounting ^ 



V 



. ERIC 



33 



i 



. People . Fac,ulty/staff members of,*lHS school who are cun^ntly involved 



in career deilHopnient activities.* 



Name 



Department* 




Title 



^ CDU/Activity 



J 



*For a listing of all faculty/staff, tfee item 4 in the CPSS'Program Information File. 



\ 



Time Period 



Day 



Time 



« V 
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3&. Equipment. Equiptpent used in the schaol to support career development activities * 



Type of Etj^uipment 



CDU/AcUvity 



Time Period 



Date 



Time 



♦For a listing of all ecfuipment see item 6 in the CPSS Program Information File. 



36. Materials , Materials being used in the school to support career development activities.* 



Type or Name of Materials 


CDU/Activity 


TimI Period 


D^te 


Hour 


f- r 




V 


w 

\ 










- 


• 








\ 






i 1 


* 














• • 










* 






/ • , ^. •.- . 


t * 
% 

i 


r 





♦For a listing of all materials in the school see it^m 5 in the CPSS Program Iirfotmation File. 
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37. Space , Space in the school that is being used for career development activities.* 



Id6ntificatil)n of Space 



/ 



CDU/Activity 



Time Period 



Date 



*For ^listing of all rooms and the capacity 9! tHe rooms see itep 7 in the CPSS Program InformatiorTFile. 




Time 



38. Funds, The amount of money being use.d to^upport career developme/it activities.* 



Type of Funds 


Amount Used 


CDU ^Activity 






n 


t 

* 




; / 












• 




N 














^ 

\ 










V 




4 








1 

j 


! 






^ ' * 

♦For a complete listing of all funds item 8 in the CPSS Program Information File. • 
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39. External Services. Services provided by agencies/organizations in the community in support of this school's career develop- 
mwt activities.* 



External Agency/Organization 



Type of Service 



CDU/Activity 



Tfme Period 



Date- 



Time 



T 



I 



*For a listing of all external services available in the community see items 9 - 19 in the CPSS Program Information File. 



CAMERA READY MASTERS 



B/M-2 Surveying 



s 



6u ^ 
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CAREER PLANNING SUPPQRT SYSTEM 
Student Questionnaire 

Please check the appropriate box for each item: , 
Grade: 9 □ 10 □ 11 q 12 q 

KNOWING YOURSELF AND OTHERS , " I 

i 

Yes,^ No ; ' • . - ^ / 

n 1 . Have you learned how to explore your interests, abilities, and Values? 



□ 0-2. 

□ □ 3. 



Have you learned how to identify and solve personal problen/s that many young 
people have while in high school? \^ • ' 

/' 

Have you learned how to apply logical steps in making important decisions in your 
life, such as choosing a job, farther education, or a place to live? 

□ 64. Have you learned how the different attitudes' people have toward males and 
^ females can affect job or education and training opportunities? 

□ □ 5. Have you'leamed how the different attitudes people have toward racial, ethnic, 

and religious groups can affect jpb or education and training opportunities? ^ 

D 0 6/ Haye you learned how to deal wkh situations that you may encounter after leaving 
high school, such as being financially independent, remaining single, getting ' 
married, and raising a family? 

EXPLORING JOBS . . 

Yes No ■ ^ ^ ' ^ r r 

□ □ 7, Have you learned how to use standard job reference materials, such as The 

' Occupational Outlook Handbook, The Dictionary of Occupational Titles, aod ^ 
The Ewcydlopedia of Careen ? 

□ □ 8. Have you learned the specific characteristics of seyeral jobs, such a$ pay," training 

required, work hours, opp*tunity' for advancement, vacation, and demand for 

the job? \ 

□ □ 9. Have you learned the general dalj^ activities that are performed on several jobs?, 

□ □ 10. •Have you learned how to find out whether your interests, valuas^^and abilities 
^ match those needed on several jobs? 

roT«No.i GO TO NEXT PAGE 
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GETTING A JOB AND KEEPING IT ^, ' • ' 

Yes Not . . O' • 

n □11. Have you learned how to correspond properly with a potential employer by • 

• cSrrecHyiiUing out a job application form, writing-a good letter of application 
^ ^nd preparjng an adequate sommary of your qualifications and exoetience'^ ' . 

Q. n 12: Have.you learned how to present yourself effectively in a job interview? 

□ □ 13. Have you learned how to find and use various resources in the comm^ity su^h 

as employment bulletins, employment agencies, and people, that could assist you 
m finding a job? • ^ 

' * ■ ■ .} 'Iw 

□ □ 14. Haye you learned how to use probletn-solving techniques to deal with si/uations 

- . that you might find on the jab, such as poor communication, prejudice, attitude 
and valU«r conflicts, getting along with fellow-workers and supervisors? 

EXPLORING EDUCATION AND TRAINING , " V 

Yes' No . . •. ^ 

□ 15. Have you learned the*charac\eristics of several different educational or training 
programs, such as what jobs they prepare you for, cosyK the program, and what 
IS rfit[uired for entrance and graduation? , ^ ' ' 

□ □ 16. ^ave you learned how to find out whether your interests, values, and abilities 

match those appropriateifMj^ecific educational or training programs? 

n d 17. Have you learned how t<lflf the various resources avaUable to you (such as 
" brochures, catdegues, and people m the programs) to explofe educational or 
training programs? ■ '.^ < ^ ■ 

GETTING THE EDUCATION AND TRAINING YOU NEED 



jv," .iv/« ^.yJ Hiau wudi uuuraes you snouia laKB ID high school so 

that they will apply to the job or jobs you might want to have later? — 

apply for entranc^^o an educational or training 
program, such as 'contacting the'appr#priate person, correctly completing an 
application form? # : " . 

■ ' ■ • 

).. Ha^eyou learned how to use problem-solving techniques to deal with situat^Jns - 
thal^.ou might find in ecjucational or training prograj^£, such as getting along with^ 
fellow students,and teachers and maintaining a good grade a^erage? 

' , • • • ' GOTO NEXT PAGE 



Yw 


No 




□ 




□ 


□ 


d 



s 

6&' 



J- 



Yes 



No 

a 21. 



In general, do you want help in choosing aj»d planning for the type of career you 
want and the education and/or training it requires"^ 



22. 




\ 



Wliat do you plan to do Vhen you^faduate from high schoolT^eck all the boxes, 
a through f, that describe you present plans. , * . , 

□ a. Work full-ti'rafi»^ ' * 

□ b. Work part-time. ' ' • 




□ C. Enroll in a one-to-three-year occupational prefteration training program, 

.such as a technical school, community college, nursing program, etc. 

e d. Enroll in a.fourK)r-more-year roUege or univef^i'ty', or enroll in a community' 
^ or junior^college and transfer to a four-yeafschool later. 

□ e. I don't know.' • 

. - ' ^ ■ - ' 

□ f . t)ther (please specify) " . * 



23. 



What do you-plan to be bn your first ItiU-time job after you have completed all 
of your education or training? (For example, teacher, carpe^iter, dentist, nurse 
etc.) If you are not certain, please give your best guess-. ' 



24. Add any comments you wish to make. 



J 



Porm No. 1 • 



Namg (optional) ^' 



THIS IS.THE LAST PAGE. PLEASE BE 
. SURE you H^VE ANSWERED EACH , 

w ITEM. -^'•A' 
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^ ADMJNISTRATION DIRECTIONS: 
STUDENT AND I^ARENT QUESTIONNAIRES 



The date for administration of the questionnaires is 



at 



(Date) 



(Time -or class period) 



S^ep 1 » Make sureShat by that date you have received a copy of the Student Questionnaire and a • 
; Parent Questionnaire envelope for each student in your class. ^ 



5tep2 

Step 3 
Step 4 



NOTE: llie following are procedures for administering the Student and Parent Question- ' 
naires. To maintain consistency among administrators, please try to fqilovi the 
steps as closely as possible. ' ' ' 
» 

On the day of administratioh, wait until all students are in the room, seat^,'and have 
pencils or pens. ' ' . * ^ 

Distribute one Student Questionnaire to e^ich student, . \ - ' / . ^ 

^ead the following capitalized directions to students. (Remember, a slo^, clear 4)rfesenta- ' 
Ijon isessejitial.) . • ^ , 

^ ■ • WHAT I HAVE JUST FASSED QUf-TO YOU IS- A QUESTIONNAIRE, NOT > 
A TEST. IF YOUXL AVOID LOOKING AT IT FOR A MOMENT, WEXL GO THROUGH 
VlT TOGETHER AFTER I'VE EXPLAINED WHY WE'RE ASKING ALL THE STUDENTS 
IN THIS SCHOOL TO FILL OUT THESE QUESTIONNAIRES, 

- AS SOME, IF NOT ALL, OF YOU KNOW, OUR SCHOOLJS USING THE / 
CAREER^PLANNING SUPPORT SYSTEM TO D^ROVE OUR CAREER GUIDANCE 
PROGRAM. WHAT WE HAVE TO DO FIRST IS FIND OUT WHAT KINDS OF CAREER ' ' 
PLANNING HELP YOU I^D SO THAT WE DONT WASTE TIME DESIGNING 
ACTIVITIES THAT TEACH YOU WHAT YOU ALREADY KNOW. TTOS QUESTION*- 
miRE IS DESIGNED, TO FIND QUT WHAT CAREER SKILLS YOU NEED HELP WITH. 
THE ONLY'-'RIGHT" ANSWERS ARE THjp ONES THAT ARE "RIGHT" FOR YOU 
LET'S GLANCE-THROUGH THE QUESTIONNAIRE TOGETHER NOW, BUT PLEASE . 
PONT ST^T MARKING IT UNTIL WE'VE FINISHED. . • 

THE QUESTION AT THE TOP OF THE FIRST PAGE ASKS FOR YOUR 
GRADE LEVEL. JUST CHECK THE BOX THAT IS APPROPRIATE FOR YOU. 



Fonifi No, lA 
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THE NEXT TWENTY QUESTIONS WHETHER YQU?«AVE LEARNED 
CERTAIN CAREER SKILLS THAT ARE IMPORTANT IN PLANNING AND ACHIEVING 
A CAREER. AS YOU CAN SEE^ JHE QUESTIONS ARE QROUPED UNDER CAPITAL- 
IZED HEADINGS. EACH.OF THOSE HEADINGS DESCRIBES WHAT THE QUESTIONS 
IMMEDIATELY KNDER IT AWE AB©UT. FOR'INSTANCE. THE FIRST HEADING IS 
"KNOWING YOl/rtSELF ANIJ OTHERS," AND QUESTHDNS 1 - 6 ASK WHETHER'VOU 
HAVE LEARNED HOW TO FIND OUT ABOUT YOUR INTERESTS AND ABILITIES . ' 
WHETHER YOU HAVE LEARNED HOW TO MAKE PERSONAL AND IMPORTANT ' 
•DECISIONS IN A LOGICAL WAY, AND SO ON. THE QUESTIONS'UNDER THE OTHFR 
HEADINGS ARE ABOUT EXPLORING JOBS, GETTING A 50B AND KEEPINCkIT 
EXPLORING EDUCATION AND TRAINING, AND GETTING THI? EDUCATION ^'0 
TRAINING YOU NEED. , • ■ • / "A 

* ■ TO ANSWe/tHESE first TWENTY QUESTIONS, CHECK EITHER Tl IK V 
BOX LABELED "YBS''; OR THE BOX LABELED "NO." IF YOU'RE \^0T SURE ^ 
YOU'VE LEARNED AWi OF THE SK%LS LISTO IN A QUESTION YOlJk \KS\\VR 
TO THE QUESTION SHOULO BE "NO." ^ - ' ~ 

PLEASE DON'T THTnK TH./^T THE QUESTIONS ABOUT JOBS SnOl'Li) \W 
ANSWERED ONLY BY STUDENTS WHO^'LA.N TO WORK AFTER HIGH SCHOOL 
INSTEAD OF GOING ON TO SCHOOL. VV.HEN."JOBS" ARE MENTIONED ON THI' . 
QUESTIONNAIRE, WE MEAN ALL T.YPES OF FULL-TIME, PAID WORK AFTER H;( ;il 
SGHpOL OR OTHER EDUCATION, SUCH .AS SALES, CARPENTRY NURSING -SM-RF- 
■^ARIAL WORK,TE.ACHIN(;.ORBEIN(i A'LAWYER ' ' • 



. ALSO, DO.N()T-THINK THAT THE QUESTIONS ABOUT EDU'CATION AM) 
-TRAINING SHOULD^E ANSWE-REb O^LY BY STUDENTS WHO PLAN TO ATTEND 
- COLLEGE.- WHEN "EDUCATIONAL OR TRAIfeJI^jG PROGRAMS" ARE MENTIOMlI) 
WE ARE-INCLUDING ALL TYPES OF LEARNING EXPERIENCES SUCHw^S'-ON'-THk' 
JOB TRAINING, COLLEGE, UNIVERSITY, APPRENTICESHIP PROGRAMS COMMUN-'' 
ITY AND JUNIOR COLLEGE, AND TECHNICAL SCHOOL. ALL OF THE QUESTIONS 
ON THIS QUESTIONNAIRE ARE DfRECTED TO ALL STUDENTS REGARDI.ESS OF 
WHAT YOUR FUTURE PLANS ARE^. 

QUESTIONS 21 - 23 ARE SELF-EXPLANATORY. JUST REMEMBER THAT 
YOU CAN CHECK MORE THAN ONE BOX TO ANSWER QUESTION 22 IN QUESTION 
24, PLEASE MAKE ANY COMMENTS YOU WISH ABOUT YOUR (mN CAREER NEW)S 
OR ABOUT THE SCHOOL'S CAREER GUIDANCE PROGRAM. 

THERE IS A,SPACEF0R YOUR NAME AT THE^BaTTOM OF THE LAST VAGV 
BUT YOU DO NOT HAVE TO SIGN THE QUESTIONNAIRE UNLESS YOU WANT TO ' 
WHETHER OR NOT YOU SIGN YOUR NAME IS. ENTIRELY UP TO YOU IF YOU SIGN 
YOUR NAME, YOUR QUESTIONNAIRE MAY BE KEPTIN A COUNSELOR'S FILES 
FOR FUTURE USE BY COUNSELORS IN SESSIONS WITH YOU. REGARDLESS OF 
WHETHER YOU SIGN YOUR NAME, YQVR QUESTIONNAIRE WILL BE SEEN ONLY 
BY COUNSELORS AND BY THOSE PER^S WHO TABULATE THE QUESTIONNAIRES 

WE'RE ASKING ALL THE STUD^INTS IN OUR SChOOL TO FILL OUT THESE 
QUESTIONNAIRES BUT YOU DO NOT HA\ffi TO ANSWER ANY OF THB QUESTIONS " 
UNLESS YOU WANT TO. OF COURSE, WE HOPE THAT YOU ALL WILL BECAUSE IN 
ORDER TO DESIGN A CAREER GUIDANCE PROGRAM THAT MEETS THE NEEDS OF^ 
OUR STUDENTS, WE MUST FIND OUT ^HAT THOSE NEEDS ARE. 

71 
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YOy MAY BEGIN ANSWERING THE QUESTIONNAIRE NOW IF YOU 
HAVE ANY'QUESTITDNS; RAISE YOUR $ANP AND I'LL TRY TO ANSWER THEM. 

' ' 

NOTE: WJieifasked by a student fc^'help on a questipn, ext)lain the question arid/or 
instructions. Do not suggest how to answer. • 



r- 



Step 5 ' When all students have finished, ct)ll§ct all questionnaires. D6 not r^ad the students' 
i ^ answers. 

Step 6 ^ Read the following capitalized directions to students. ^ 

WE BELIEVE TP^AT IT IS ALSO IMPORTANT FOR THE SCHdOL TO • ' 

' ^ LEARN . 
SO WE'VE PREPARED A QUESTIONNAIRE FOR THEM, TOO A COPY OF THAT ' 
QUESTIONNAIRE fS INSIDE EAfiH QF THESE ENVELOPES, ALONG WITH A LETTER 
OF EXPLANATION. \ . . * ■ 

' • ■ ' rr.,,'r^. PLEASE GIVE YOUR PARENTS OR GUARDIANS AN ENVELOPE AND ASK 

■ THEM TO COMPLETE THE QUESTIONNAIRE. THEN RETURN THEIR QUESTIONNAIRE- 
TOME IN THE ENVELOPE W^E WEEK. .- ■ 

, TH^KS FOR DOING YOUR PART TODAY IN IMPROVING OUR CMEER* ' 
GUIDANCE PROGRAM. , ■ . . \ 

-^^ • - 

SteJ) ? Distribute the envelopes to students. 

* * ^« 

Step 8 - Keep tHe"complete*St«deiit-Questionnaires in a safe place until thfey are picked up by a 

. member of the Student Questionpaire Team * ^ *. 
■ \ i . ^ ' .$ ' ' •- ' . 

Step 9 ^ During.the next week, administer the,Student Questionnaire to any students who were 

absent on; the day of the initial administration. (Yoa may choose to have them complete 
• the questionnaire as an out-oT-clate assignment.) These completed questionnaires will be 
• piclftd up by -a member of the Student Questionnaire Team approximately one week 

, your initial administration of Student Questionnaires - 

r \ * ■ \ ' ■ ; - ; • , 

Step 10 ^ Keep the completed Parent Questionnaires in a safe place as they are returned to you. ' 
' :. . . ^ P'<=^®<^ "P "'y a member of the Parent Questionnaire Team one week aftar 

.-• - . yougave them lo your students. » . ' ■ . . 



yoO^ave them lo your students. 



Farm No. lA 
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CAREER PLANNING feUPtORT SYSTEM ' 



Parent Questionnaire 



W.e have grouped studtent career development skills into Jive genejal areas and would like to 
know how important you feel it is for the high sctjool to help students acquire skills in each of these 
areas. Your opinions will help us in determining where to initi41y fbcu« our efforts in o/der to improve 

our school's career Puirfanrp nrnirrain ~ f . 



our sphod's career guid|Bce program. 

• 

> Please place a "k" in the space in front of the area you believe to be the most important career^ 

development area to stress in high school. Place a "2" in front of the area you feel is second in 
importance. Continue ranking, the. remaining areas, giving the" area you feello be least important a * 
rank of "5." Be sure to rank all areas. • - ' ' " 

^ / ■ V' . ' 

1. 'Career Development Skill Areas ^ . - 

Rank . ^ ' ^ ' . 



I. Knowing Oneself and Others"*- Skills studehfs need to beconje.aware of themselves 
r I and their environment in order to be effective in the changing world of work. 

II. Exploring Jobs - Skills studj^nts need to find out ii^ormation about jobs in order 
^ to relate their interests, abilities, and values to vair\ous jobs. 

m. letting a Job and Keeping It - Skills students /eed to locate, ofatain,^d adjust " 
to a job. V ^ ] 

IV. Exploring Education and Training - Skills students need to^ind oiiJ information 
about various educational or training progcams that can best prepare them for jobs. 

V. Getting the Education and Training One Needs - Skills students n^ to lodfte; 
enter, and adjust to an pducational or training program. 




2. In ^eneral,^do you think it is important for high schools to help students 
choose and plan for the type of career they want and the education and/or 
training it requires? \ ' 



ments you wish to make about the^schdoFs career guidahce program. 



Porm No. 2 



Dear Parent or Guardian: ^ \ 

Students, teachei^, counselors, and administratcJrs in our high school are working together 
to improve the school's guidance program. We toe determined to provide the best career guidance 
program possible with our resources-^ program to help your child relate school activities- to the 
world of work and further job-related tipning or education afteijhigh school. 

The process we are using to redesign our career guidance program is call^ ttie Career 
.Planning §upport System, which is explained in the enclosed brochure. Ova ne^pTO§tnm will be 
based on tte c^^ef clevelopment needs of students. Perhaps your son or daughter >has toil you 
about the«fed|!it questionrtkires^^imed at identifying these needs, that all students at thi\ school 
have k^eeil-awed to fill out. 

< In conjunctioQ.with Tdentifying student needs, it is important that we find out whit kinds % 
of career guidance assistance' parents want their children to receive in school. Therefore, we ask *^ 
that you fill out the enclosed questionnaire and have your son or daughter return to school the 
completed form in the enclosed envelope, tif ydu receive more than one questionnaire, please 
complete and return only one.) We ask that you not put your Awfie on the questionnaire; your 
responses will remain anonymous. You rtay choose not to answer sonit or all^ the questions, 
but^ of course; we^hope you will help the rtudents in our school by completing the entire form. 

^"oir^half of the stuclents, teachers, counselors^ and administrators of our school, I want to ' 
thank^ou in advice for filling put and returning the questionnaire. Yoi^can be assured that 
parents' responses will help^ us develop a better career guidance program-for our students. 

^Sncerely, 



Principai^ 




r 
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A CLOSER 
LOOK AT..... 



The Career 
Planning 
Support System. 



f ona No. 2^ 



ft 

Our school is concerned about the 
problems students aU over the country 
are having in preparing-for useful, per- 
sonally satisfying careers, ^me high . 
school-age young people do not have the 
skills and knowledge necessary fo even 
look for a job, let alone prepare for a 
career. Relatively simple activities such 
as completing a job application form 
and writing a resume can be monumen- 
tal (and unsuccessful) tasks for a young 
person ill-prepared. 



Because all our efforts are directed 
toward helping our students make a life 
for themselves after high school, we want 
to give them the career development as- 
sistance they need. We are determined 
to develop the best career guidance pro- 
gram possible with our resources, and 
we have chosen the Career Planning 
Support System (CPSS) to help us do 
that. 



BASED ON STUDENT NEEDS 

CPSS is a set of procedures and ma- 
terials that help schools redesign their 



career guidance programs based^on the 
needs of all students— minority students, 
girls as well as boys,. students who haven't 
yet decided what they want to do after 
high school as well as the college-bound 
and those who plan to work immediately 
after high school. The^project begins by 
identifying our students' career develop- 
• ment needs and the resourji^ our school, 
and community have to meet those needs. 
Theti the CPSS procejlures demonstrate 
how our school can set goals and objec- 
tives for our program and develop detailed 
strategies for accomplishing them. The 
goals and objectives are based on students' 
needs but also reflect the opinions of par- 
ents, recent\graduates> and our faculty/ 
staff. ^ 



Because the goals and objectives 
shqw what students should be able to do 
or understand after participating in career 
development activities, they provide a 
standard against which we can decide ^ 
whether our program is doing its job*. 
CPSS itself provides procedures oUr school 
can use to check periodically whether the 
program is responding to the career deyel- 
opment needs of students. Our program 
can be altered to reflect changes in our 
school, student body, and society itself. 



The work of redesigning our career 
guidance program will be done by work 
groups composed of students, faculty/ 
staff, administrators, and interested-per* 
sons in the community. This ki'nd of in- 
volvement fosters a '^common cause" 
attitude that other schools have found 
.healthy. The CPSS procedures and mate- 
rials are designed to insure that the work 
students and others do is of professional 
quality. They include materials that teach 
any necessary concepts that may be un* 
familiar to students and^to community 
persons unaccustomed to working with 
scht)ols. 



EXTENSIVELY TESTED 



CPSS has been under development 
since 1971 by The Ohio State University's 
Center for Vocational Education, under 
the auspices of. the National Institute of^ 
■ Education. It has been tested in forty 
schools in twelve states. 

We look forward to the tasks ahead, 
because we believe that CP^ can help us 4 
help our students. If you have any ques- 
tions concerning CPSS, please contact the 
school. We'll be happy to discuss the proj- "--^v^ 
ect with you. 



ERIC 
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CAREER PLANNING SUPPORT SYSTEM' 



Graduate^ Questionnaire % ^ ^ 

' Listed below are twenty career development skills that are important elements of a career 
guidance program. Please indicate whether you received adequate h^p^in each of the skills while ' 
you were in high school by placing a check (✓) in the. appropriate box. The purpose of this 
questionnaire is not to find out whether you are now skilled in these areas, but tq find out whether 
your high school provided you adequate assistance in each skill listed. Yoijr candid responses will help 
the high school determine which skills may need more emphasis in its career guidance program. Feel 
free to comment on the career guidance program of the school near the ertd of the questionnaire. 

Did your high school Provide you witb adequate assistance in the foliowing skills? Check either yes 
or no for skiHs 1 through 20 : ' " " ^ 

KNOWING YOURSELF AND OTHERS 



Yes 


No 

□ 


1. 


- 0 

How to explore your interests, abilities, and values. 


a 


□ 


2. 


How to identify and splve personal problems that many young; people have while 
in high school. 




□ 


3. 


How to apply logical steps in making important decisions in your life, such as 
-choosing a job, further ^uc^tion, or a plasr to live. 


□ 


□ 


4. 


*■ 

How the different attitudes people have toward males and females Cjin affect job 
or education and training opportunities. 


□ 


□ 


5. 


How the different attitudes people have toward racial, ethnic, and religious groups 
can affect job or education and training opportunities. 




□ 


6. 


How to deal with situations that may be encountered after high school, such as 
being financially independent, remaining single, getting married, and raising a 
family* . 


EXPLORING JOBS • . • - 


Yes 

□ 


No 

□ 


7. 


»» 

How to use standard career reference materials, such as The Occupational Outlook 
Handbook, The Dictionary of Occupational Titles, and The Encycl^edia of Careers 






8. 


Knowledge about the specific characteristicrof several jobs, such as pay, training 
required, worl^hpurs, opportunity for advancement, vacation, and deipaijd for job. 




□ 


9. 


Knowledge about the specific ^aily activities -that are performed on several jobjf. 


□ 


□ 


10. 


How to matcji your interests, values, and abilities to those needed on several jobs. 


PoDn No. 3 
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GETTING A JOB AND KEEPING IT 



□ 




□ 


□ 


□ 


■ □ 



Yes No • • 

Ct □ 11. How to correspond properly With^a potentia^^ employer by filling out a fob 

applicationform,writingagoodletterof application, and preparing a summary ^ 
of your qualifications and experience. , ^ * * 

□ 12. How' to pr^nt yourself effectively in a job interview. , . . 

^How to find and use various resources in th^ community, such as employment ^ 
bulletins, employment agencies, and people, that could assist you in finding a job. 

How to us^roblem-solving techniques to deal with situations that you might find 
on the job, sucl? as poor communkation, prejudice, attitude and value conflicts, 
getting along with feif&w^warkers^nd supervisors. 

^> ' ' * 

EXPLORING EDUCATION AND TRAINING ^ 

* *. 

Yes No ' s 

L-j □ 15. Kifowledge about the characteristics of several different educational or traininc 

progranas, such as what jobs they prepare yoif for, cost of the programs, ahd what 
. ^ . is required for entrance and graduation. 

□ □ 16. How to find out whether your interests, values, and abilities match those appropriate 

for specific educational or training program's. • ^ 

□ □ 17. How to use the various resources available to yoi^^, such as brochures,*catalogue^, 

and people in the'programs, in exploring educational or trainihg programs. 

GETTING THE E DUC A^^N AND TRAiNING YOU NEED * ' ^ / 



Yes 

□ 



P 
□ 



T 

No 

□ 18. How tp plan what coqrses you took in high schgol so that they would apply to the 

job or jobs you might want to have. 

□ 19. How to apply for entrance into an educational or training program, such as 

contacting the appropriate person and correctly completing an application fornf. 

□ *20. How to use problem-solving techniques to deal with situations you mighf find in- 

educational or training programs, such as getting along with fellow-students and , ^ 
teachers and maintaining a good grade average. , - - ^ 

\ ■ 
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21. What are you doing noW? Check all the boxes, a through f, that describe what you are doing. 





□ 


a. 


/ 


□ 


b. 




□ 


c. 










□ 


d. 




□ 


e> 




D 


f; 



such as a technical school, community college, nursing program, etc. 
* 

Enrolled in a four-or-more-y ear college or university, or enrolled in a 
or junior college and .will transfer to a four-year school later. 



22. Add any comments you wish to make, including ways the school fnay have helped you avoid 
„ . any problems you are having now. Use the back of this sheet is ntcessary. 



■/ 



Tonn No. S 



9 * 

bO 



Hi' 



Yes No - . . y .X- 

□ □ 23 . In general, do yWthink yeyr high school adequately helped you choose 
and plan for the career you wantfed and the education and/or training 
required for it? 

24. For items 1 - 20, yo^ indicated whether you received adequate help from your high school for • 
each of 20 career development skills. As you may have noticed, these 20 skills were grouped^ 
mto five career development areas. We would like to know how,important you feel it is for high 
schools^© help students acquire skills in each of the areas. Please place a '4" in the spacein . 
front of the area you believe to be the most important career development area to stress iiP 
high school. Place a "2" in front of the area you feel is second in importance. Continue 
ranking the remaining areas, giving the area you feel to be- least important a rank of "5 " Be ' 
sure to rank all areas. 



Rank 



Career Development Skill Are^ | 



i. Knowing Oneself and Others - Skills needed for students to become aware of 
. themselves and thau: environment in order to be effective in the changing 
world of work, w 

n. Exploring Jobs - Skills needed for students to find out information about 
jobs in order to relate thV^r^nterests, abilities, and values to various jobs. 

Getting a 'Job and Keeping It - Skills. needed for students toMoqtte, obtain, 
and adjust to a job. ^ [ 

Exploring Education and Training — Skills needed /or students^o^nd 
information about various educational or training programs that can best 
prepare them for jobs. 

Getting the Education and Training One Needs - Skills needed for students to 
locate, enter, and adjust to an cdiirational or ''training program.. 



in 

IV 



< 
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V 



Dear Alumnus: 



Students, teachers, Countejors, and atHhinistrators in oOt school are working tM^ther to 
irtiprov5Purx:ar»er guidance program. We are dete^ined to provide our students with the best 
career gffidance program possible with our resources. To do so, wfe need your help. 

• W^are asking you and some othei^ecent ftaduates to fill out the enclosed ques'tionnaire 
to identify m what ways yc^^beUeve your high school helped you develop career planning skills 
ariin what ways w^couldTiaveTtelped^ou more. • ' * 

the envelope provided. PU 



Please oompleWhe eBelose^questionnaire and return it in 

* /do not^ your name oYi the questionnaire; your responses will j-emain confidenti*. (On'ly inew- 
ordrnat^ of our-career guidance ^ojei§t will be able to identify your questionnaire by knowiiig^e 
identifying nim^f in the upper right corner. That number will be used only to make it pos^S/ 
for ^s to mail rtemindfi; to those graduates -^o do^qt return their questionnaires ) AltH?)lp^ 

. you may choo^not t<j answer softie or all of the question, "we hope that you will take thiSH&ppor. 
tunity tp helpTTle present and f utuijs' students at. the school from which you grad uated . 

< ' / * * 

^ ^ I behalf of thoier/udents and our teachers, counselors, and administrators, I wan^ 
thank you m.a^vance for cAnpleting^he questionnaire The informj|fio» you provide will 
Nmdoubtedly be helpful as^e work to imprpve our program. 



; / 



r 



Dear Alumnus: ' . ^ 

^•Recenftly-, I sent you and dther sele^d former students a one-page questionnaire asking for 
. informStion that will be" useful as our school works to improve our career guidance program. The 
^ questionnaire^ aimed at find^g out in what ways your high school helped you clevelop career t 
- planning skills and in what ways we could l>ave helpe^ou^ore. " 

Perhaps that questionnaire was accidently misplaced cu you have not hii time'tfo complete 
return it to,us.*In case it viTas lost or misplaced, I have enclosed another.copy/ We hope that 
5pu will take time now to complete the questionnaire and return it. Your answer to th^ questions 
will remain cenfid^ntialand you may choose not to answer some or all (|f the questions. Because ' 
the information requested is critical to ouj prqgyam and because we value^your opinions, wenope 
wu'H hf Ip us by completing and returning the questionnaire. 

Thank you. ' - ■ ^ 

•Sincerely,'' 



Principal - i 



P. S. If youthave already returned your completed questionnaire, please ignore this second ' 



request. And thank, you for helping us. 



V 



^ * Fortli No. 3B 



Date of Gra^te Questionnaire mailing: 
Date of follow -up mailing: 
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CAREER PLANNING SUPPORT SYSTEM 



Fatuity/Staff Questionnaire , 
• # 

We have grouped student career development skills into five general areas and would like to 
know how important you feel it is for the high school to help students acquire skills in each of these 
areas. Your opinions will help us in determining where to initially focus our efforts in order to 
improve our school's career guidance program. \ f . 

^ . 'V ^ / m 

Please place a "I'^ntW space in front of the area you believe to be the most important 
career development area to stress in high^ school. Place a ''2" in front pf the area you feel is second 
•in importance. Contyiue ranking the remaining areas, giving the area you fefel to T)e least important ~ 
* a rank of ''5." Be sure to rank 'all areas. 

1. Career Develoffhent Skill Areas 



A 



Rank 




Knowing Oneself alfid Others - Skills students need to become aware of them- 
selves and their environment in order to be effective in the changing world of 
work. - 



II. 



III. 



IV' 



Yes No 
□ □ 2. 



Exploring Jobs - Skills students need to find out information about jobs in 
order to relate their interests, abilities, and values to various jobs. 

, Getting a Job and Keeping It - Skills students need to locate, obtain,- and; 
adjust to a job. . . * ** ^ • 

Exploriri'g-Education andTraining - Skil> students need to find out information 
• about^arious educational or training programs 'that can best prepare them for 
Jobs.^ JL 

Gettirtg the Education'^d Training One Ne^s - Skilk students need to 
locate, enter, and adjust to an educational or training-program. , ^ 

• , ^ ' * r 
— : — V- ^ 



In general; 4o you Ih ink it is innfportant for high schools to help students 
chodse and plan for the type of career they .want and the educatton and/or 
training it requires? * , ^ 



3. Please add any comments you wish to make about the Selipors career guidance program. 
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Dear Faculty /Staff Member: 



1 



^ We need you^ help to lmprove our career guidance program vj/the Career Planning Support* 
System. The enclosed questionnaire asks qu&tions aimed at finding out what career devdopmenU 
assistance you believe our high schbol should provide its students* We hope you wJM take this 
opportunity' to provide su^estions that are a$ sjSecific as possible. 



Please fill out the questionnaire and return it to 



T 



as soon as possible. Please do not put your name on the questionnaire; your responses will remain 
anonymous. Although you may chbose not to answer some or all^of the questions, we hope you 
will help the present and future students of your school by responding to all questions. You can 
be assured that your opinions will have an impact on the career guidance progr&m ultimately' 
developed. . , 



Thanlc you. 




ly. • 



Principal 
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— f 


t3 




f7 






Faculty/Slaff 


8 




. 




1% . 




IS, 




18 1 






Parents 


10 




//, 




. *? 




15 




isl 





J 
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'taJf^ TABLE- 40: The Need for Areas of Career Development Skills as Indicated by Students; The Relative Importance 

of Career Development Skills as Indicated by Graduates, Parents, and Faculty /Staff* 



f areer Development Skill Areas 

/ 


,<jroup 'of R 


^sppndents 


Students 
(percentage) 


^r^uates 
(A^rage Rank) 


Parents 
(Average Rank) 


' Faculty/Staff 
(Average Rank) 


— r 

Area I: Self-awareness, social awareness, and related 
problem-solving skills 


6/ % 




:?.5" 




Aiea II: Career exploration skills 

i 


71 %^ 








Areaill: Job aoqaisition and related 
problem-solving skills 




j .2.75 




3.5- 


Area IV: Elducation and training exptoration skills 


, 50%' 


3.:25 


) 

3.75 




Area V: Education and traming acquisition and related 
problem- solving skills 


-fK^ ^ 

58% 




315 


¥5 


Number of individualslreceiving questionnaire 

— » J- ^ 


;lo 




8 




■ \ ' ' 

Number of individuals completing questionnaire 










* Percent of individuals completing questionnaire 


Voo% 




T ■ 

50% 


100% 



* 

♦Average percentage of negative student responses to all of the skills sam'pTed from each of the five career development skill areas (Student 
Questionnaire items 1-6, 7-10, 11-14, 15-17. anjl 18-20); average of'tbe ranks assigned by graduates to each of the five career develop- 
mentskil»areas (Graduate Questionnaire item 24ii.average of the ranks assjgned by parents to each of the five career development skill 
areas/( Parent Questionnaire item 1); average of the ranks assigned by faculty /staff fco each of the five career development skUl areas 
{ Faculty /Staff Questionnaire item 1). * " - • ; 

Questionnaire data^oUected on: '?7Z¥i./i>c>C> /5„ 1977^ 

^at«) 

128 j ' Ipq 
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r TABLE 40: The Need for Areas of CareerU^pment SkUls as Indicated by Students; The Relative Importance 

of Career Development Skills as Indicated by Graduated/Parents, and Faculty /Staff* 



Career Developpient Skill Areas 

* • 




Group of Respondents 


— t 


Students 
(^Percentage) 


Graduates 
(Average Rank) 


Parents 
(Average Rank) 


Faculty/Staff 
(Average Rank) 


^^^p'Pq^ i: Self-iwarenes$, sociaf awareness, and related 
probletn-solving skills / 


% 








i^a n\:;^eer exploratioj^^sittflsX f 










Area III: Job acquisiti^ and related 
problem-solving skills * 










Area IV: Education\and trainm^^^x^^ skills^ 


% 








Area V: Education and training acquisition and related 
problem- solving skills \ 


% 






- 


Number of individuals receiving questioni^e 










Number of individuals completing questionnaire 










Pfercent of individuals completing questionnaire 






^ — 

' % 


% 



Average percentage of negative student responses to all of the skUls sampled from eaeh of the five career development skill areas (Student 
Questionnaire items l-€ 7-10, 11-14, 15-17, and 1^-20); average of the ranks assiglied by graduates to each of the five career develop- 
ment skill areas (Graduate Questionnaire item 24);-average of the ranks assigned by parents to each of the five career development skill 
areas Parent Questionnaire item 1); average of the ranks assigned by faculty /staff to each of the five career development skill areas 
(raculty/Staff Questionnaire item 1). • ' ^ 



Questionnaire data collecte?'ont 



(Date) 
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TABLE 41: The^eed for Self-Awaraness, Soc 



ial Awareness, and Related Problem-Solving Skills as Indicated by Students* 



4- 



1 ■ 4 _ 

Self-Awareness, Social Awareness, 
anH relalpH PrnKlom ^r*li/i«fT Cb-illr. 

— 


Cirade Level 


All 

Grades 


Percentage 
of Noij- 
Respondents 


9 


10 


11 


12 


Item 1. CiXpioring interests, abilities, values 




80%, 


'60 % 


60 % 


i 

60% 


0 % 


Item 2f Identifying and solving personal problems 
common to young people 

' f 




^ 80 7c 


100 % 


60 % 


16 % 


15% 


.Item 0. Applying iogica^steps to important decisions in life 


50% 


50 % 


15% 


100 % 


.U% 


:i5 % . 


Item 4: Knowing the effects of sex stereotyping on job 
or educational opportunit^s 


a.5% 


15.% 


60 % 


■ 50% 


53 % 


15 % 


Item 5: Kn(>if^Ihg,the effects of racial/ efhnic ^stereotyping on 
job or educational opportunities 




vo% 


. /' 
100 % 


50 % 


58 %c 


5 % 


Item 6: Dealing with situations may be encountered 
after leaving high school 


40 % 


yo % 


30 % 


VO % 


55% 


0 % 


Number of mdividuals receiving questionnaire 


5 


5 


■ 5 


5 






mjmber of individuals compteting questionnaire 

t 


5 


5 


5 


5 


— ^ , 

:xo 




Percent of individuals completing questionnaire 
— ^ 


100% 


700% 


/00% 


IOO%c 

- 


100 %o 


: 



* Percentage of students by grade level who indicated thattfrey had not learned or had not learned how to perform each of the si 
' ''"'^'''^ ^'""^ self-awareness, social awareness, and related problem-solving skill area (Student Questionn 



items 1^ 
Questionnaire data collected on 



SIX career 
Questionnaire 



(Date) 



0">nn No* 1^ 

ERIC 
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TABLE 41: The Need for Self-Awareness, Social Awareness, and Related Problem-Solving Skills as Indicated by S^dents*' 



ERIC 



1 

Self- Awareness, Social Awareness, 
and related Problem-Solving Skills 


Grade Level 


« All 

' Grades 


Percentage 
of Non- 
Respondents 


9 

4 


10 


11 


•12 


Item 1: Exploring in);erests, abilities, and values 


% 


% 


% 


% 


% 


% 


Item 2: Identifying aod solving personal problems m 
common to young people 
■ ^ L « . 


% 


% 


% 


< 




% 


Item 3: Applying logical steps to important decisions in life 


- % 


% 


% 




% 


% 


^* 

Item 4: Knowing the effects of sex stereotyping on job 

or educational opportuniti^^ 


r 

% 


% 


% 


% 


\ 

% 


% 


Item 5: Knowing the effects of racial/ ethnic stereotyping on 
job or educational opportunities 


.'% 


% 


% 


% 




% 


• 

Item 6; Dealing with situations may be encountered 
after leaving high school 

T ^ ^ ^ ^ 


/o 


/o 


/o 


Of 

7c 


% 


% 


Number of individuals receiving questionnaire 














Number of itidividuals completing questionnaire 














/ 

4 

Percent of individuals completing questionnaire 
, 


% 


■ % 




% 


% 





♦Percentage of students by grade level who indicated that they had not learned or had not learned how to perform each of the six career 
development skills sampled from the self-awareness, social awareness,, and related problem-solving skUl area (Student Questionnaire 
items 1—6). . ^ ^ "^J 

• - • 

Questionnaire data collected on: 



(Date) 
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TABLE 42: The Need for Career Exploration Skills as Indicated by Students* 



, ^ ^ ^ Career ExpIoraticHi Skills 


Grade Level 


AU 
Grades 


rt^rceniagc 

of Nop- 
Respondents 


9 


10 


11 


12 


Item 7: Using standard c^^^p||^ference materials 


% 


% 


% 


% 


% 


% ^" 


Item 8: Knowing the spQCific oRaracteristics of several 
occupations . , . * 


% 


%■ 


% 


% 


^ 


Of 


Item 9: Knowijjg the occupational role requirements of , ^ 
several gf(Ccupations ' 


t 


%. 


) 

• % 


% 


% 




-.4 . 

% 


* ^ : i ^ 

. Item 10: Comparing interests, values, ana abilities .with 
those needed on several occupations • 

^ Number of individuals Veceiving questionnaire ^ 


% 


% 


% 


% 


% 


% 


Number ef individuals completing questionnaire 






♦ 








Perc€ntage^o^ku^ividk^^^ 


' ... % 


% 


% 


% 


-JSl 

% 


jd:::;::-;:::-:-::.: 



» * L 

♦Percentage of stu\lents by grade level wholindicated that they h|d not learned or had not learned how to perfarm each of the four ca«er 
development skills sampled from the job exploration skiU area j^udent Questionnaire Items 7-10). . 



Questionnaire data coUeated on: _^ 





136 



137 



TABCE 43: TheNeed for Job Acquisition and Related Problem Solving Skills as Indicatoil by Students* 



Job Acquisition' and Related Problem-Solving Skills 
* L ' 


Grade Level 


All 
4 nil 

Grades 


Percentage 

of Non- 
Respondents-- 


9 


1.0 


11 


12 


Item 11: 45orresponding properly with a potential employer ' 


. % 


% 


% 


% 


% 


. u 


^ 1 

Item 12 : Presenting oneself effectively in a job interview. 


' % 


% 


% 




% 


- % 


Item Id. finding and using community resources th^t assist 
one in flnding a job 


% 


% 


% 


% 


% 




Item 14: Using problem-solving techniques to deaSyith 
situations that mi^t be encountered on the job 


% 


% 


% 




% 


% 


Number of individuals receiving questionnaire 
c ; : 


















Nymber of individuals completing questionnaire 


















Percent of indivi^jials completing questionnaire 


% 


■ % 


- % 


% 











♦Percentage of students by grade level who ihdicfated .that they had not learned or had not learned how to perform each of the 
development skills sampled from job acquisition and related problem-solving skill area (Student Questionnaire Items 11-14). 

Questionnaire data collected on: * . • ' 

" ^ (date) 



four career 



TABLE 44: The Need for Education and TVaining Exploration Skills as Indicated by Students* 



EducSltion and Training Exnlnratinh RlrilU 

\ ' • 


Grade Level 


. f 

All 
Grades 


Percentage 

of Non- 
Respondents 


9 


10 


11 


12 


Item. 15; Knowing -the characteristics of several different ' 
education or training programs r 


* 

% 


% 




% 


% 


% 


Item 16: Comparing interests, values, and*abilities with those 
needed for education or training programs 


% 


% 


% 


■ % 


% 


\ 


Item 17: Using available resources to explore education or 
training progjams 


%. 


% 


% 


% 


% 


% 


^ Number of individuals receiving qu^tionnaire 


rr- 












Number of individuals completing questionnaire 
Percent of individuals completing questionnaire 


% 


% 


% 


% 







*Percentage of students by grade level who indica^ that they had not learned or had not learned how.to petform each of the three 
development skills sampled from the educational exploration skill area (Student Questiomiaire Items 15-17)> • ' 

Questionnaire data collected «n: / '* ' 



career 



(date) 



140 



141 



.3 

I 



TA3LE 45: The Need for Education and Training Acquisition and Problem-Solving SicilU as Indicated by Students* 



Education and Training Acquisitioi^and ) 
X Related Problem-Solving Skills^ 


Grade Level 


All 
Grades 


Percentage 

of-"Nonr 
Respondents 


9 


10 


11 


12 


It^m 18: Planning cou^s of study in high school to apply 
to occupational choree * 


■ % 


% 


% 


% 


/o 




Item 19: Applying for entrance into an education or training 


% 


• % 


% 


% 




% 


Item 20: Using probl#m-solying techniques to deal with 
situations that might be encountered in education or 
training programs 


% 


% 


% 


% 


% 


% 


Number of Individuals receiving questionnaire 














Number of individuals completing questionnaire 














~ — — '. » 

Percent of individuals completing questionnaire \ 


% 


% 


% 


% 


% 





♦Percentage of stiidents by grade level who indicated that they had not learned or had not leamed4iow to perform each of the three 
development skills sampled from the'educatiorfal acquisition and problem-solving skill area (Student Questionnaire Item 18-20). 

. Questionnar^ data collected on : 

(date) 



142 



ERIC 
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TABLE 46: The Future Plans of StudenU and the Current Activities of Graduates* 



Post-High School Activity ^ 


1 ' 

Grade Level of Students 


f 

All 
Grades** 


Graduates*** 


9 


10 


11 


12 


/^vl^ Till] fi ^ 


0 n- 


vo % 


50 % 


VO % 


33 % 


35 % 


Work part-time 


50 


ao % 


0 % 


30 % 


3A % 


50 % 


Attend* one to three-year occupational preparation program 


3.5% 


¥0 % 


sh % 


30 % 


■ 33 % 


35 % 


Attend baccalaureate program ^ 


50 % 


^ 0 % 


0 % 


vo % 


33 % 


35 % 


Othet*:;^** 


0 % 


3.0 


35% 


' q % 


H %. 


0 % 


Students who did not know 6r graduates who were not 
working and not going to school 


_ 35 % 


¥0 % 


35 % 


30 % 




U f 


I^umber of individuals receiving questionnaire 


5 


5 


5 


5 


30 


6 


. Number of individuals completing questionnaire 

^ 1 


5 


5 


5 


5 


30 


¥' 


Percent of individuals completing questionnaire 


1^0% 


100 % 


100 % 


100 % 


JOO % 


67 % 



- L L I "J f^^^^ xib'* .^nw^i a^biTibj vcacii atuuciit uuuia at;itn;t more man one 

activity e g^^^select both work part-time- and attend baccalaureate program; therefore, the percentages per grade-level will most likely 
not total 100) and the percentage pf students Who did not indicate one or more post-high school activities. (Student Questionnaire 
• Item 22); percentage of last year's graduates who selected each type of current activity (each graduate could select more than one 
activity ; therefore, the percentages will most likely not total 100) and the percentage of graduates who were not working and not 
going to school. (Graduate Questionnaire item -21) ■ . ' ^ . ' . 

. **The percentage of students who did not respond to item 22 is /O % . 

***The percentage of graduates who did not respond to item 21 is Q % . 
****A listing of other post-high school activities reported by students and graduates is on the next page. 

Questionnaire data collected on: '?7t^'</^- /S". f977 

. r - (date) ' 



ERIC 
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TABLE 46: The Future Plans of Students and the Current Activities of Graduates* 

Gh-ade Level of Students 



Post-High School Activity 



Work full-time 



Work part-time 



Attend one to thr^-year occupational preparation program 



% 



10 



% 



% 



% 



11 



% 



% 



12 



All . 
Grades** 



% 



% 



% 



Graduates*** 



% 



% 



Attend baccalaureate program 



% 



% 



% 



Other**** 



% 



% 



% 



% 



Students who did not know or graduates who were not 
working and "not going to school 

Number of individuals receiving questionnaire 



% 



% 



% 



% 



Number of individuals completing questionnaire 



Percent of individuals' completing questionnaire ' ' . % % % % % 

' *^uX'f g°'iSo^^ T °' ^^^'-''^^ (^'^"^ -"'d more than one 

rntTnf;ri work part- ime and attend baccalaureate program; therefore, the percentages per grade level wUl most likely 

Tt^m 22I rJe^Ttle fT;"'""' °' T'^r'' '"^'^^^^ °^ ""^^ ^^'-^'^^ «=hool SiviL.'^tStudent QuSnaire' 

Item 22) percentage of last year s graduates who selected each type of current activity (each graduate could select more than one 

**The percentage of students who did nit respond to item 22 is . ' ) 

***The percentage of gradiytes who did not respond to item 21 is 
****A listing of -Other post-lrfgh school activities reported by studentslf^graduat^s is on the next page. 

Questionnaire data collected on: 



(date) 




14(; 
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TABLE 47: Occupational Choice of Students* 



Grade 9 


Grade 10 « 


tirade 11 




Grade 12 


Occupation 


Number 




Number 




Number 




Number 


of 


Occupation 


df 


Occupation 


of 


Occupation 


of 




Students 




Students 




Students 


Students 








i 

• 






-J 
















• 






s 






/ 
























Total Number 




TotalNumber- 




1*btal Number 




Total Number 




of Students 




of Students . 




of Students 




of Students 




Percentage of Students Who Did Not Respond to Item 




% ' 







♦Number t)f students by grade level who indicated each occupation that they plan to enter upon completion of all prerequiate 
education/training (Student Questionnaire Item 22). \ 



Questionnaire data collected on: ^ , * 

(date) 



149 



> 





J — #s »_ , ^ ^>.>>,vj , ^^.^M.,., 4 aiciius 

. ' * * Group of Respondents 


. * Students 


Graduates 


Faculty/ 
Staff 


Parents 




VJialie 


uraue lU 


Grade 11 


Grade 12 


All Grades 


' General need for career ^ ^ 
plannjng^rvices ^ i» * 

' : ^ 


















rercei|tage of norsresppn dents 
to the item * . , 






« 










J — 


Number of individuals 
^ receiving questionnaire 








— 1^ 


a 




• 




. Number of indivufiMs 
completing questioanaire' 












\ 




=^ 


Percenf^f^ntftviduals ' 

conipleting questiopnaire 
' . — ■ — ^ , ^ . : 


■s. 1 
0 




i 

% 


'0,^ 


. % 




f'f 1 
1 






intTrP^u^^ H . n . ^° "^'f " - - '"'^ P'^"^"^ 'yP^ °f they want and the education aifd/or train- 

hnrl in 1' f tionna.5e Item 21); average percentage of graduates who perceived the high school did not adequately help 
them choose and pl^n fof the career they wanted and the education and/or traininalkquired for it (Graduate Questionnaire Itetn 23) 
r^TL'ZZTr ° ,^-"^ty^^f?^.';hipk it is imi^ortant for high schooU to hers^ud'^nts ch Jse ^d pL for the y^e t^^^^^^ 

i^LSo?hi.h .r nT. i TT^. 'TT"^ (i^aculty/Staff Questionnaire Item 2); average percentage of parent, who think it is 
jlpportant tor high scnools^^to help ^ude"'*^ phnrvc** nU« fu^ 4.,.^^ v . ... . • . . . . 

[nt. Questionnaire Item 



Quesi^naice (iata,collec'ted bn:^ '•- 




• - >. ■'"'^ a'ciagc jjeiLciiidgt; ui parenus wnu inmK j[ IS 

Choose and- plan fo^he typ6 of cgreer they want and the education and/or. training it requires. ' 



15 



' TABLE 48: The General Need for Career Planning Services as Indickted by Students, Graduates, Faculty/Staff, and Parenls* 





4 

Group of Respondents 


* * 


* 





Students ; 








1 

Faculty/ 
Staff 






Gr^de9 • 


,Grade 10 


^ Grade 1 1 


Grade 12 


All Grad^ 


(graduates 


Parents 


General need for career 
[Jlanning services ' 


1 80% 




60% 


: 6^% 


65% 


75% 


100% 


100% 


Percentage of non-respondents 
to the item 




0% 


0% ^ 


0%- 


. ■ 

0% 




0% 


50% 


Nmmber of individuals, 
receiving questionnaire • 


5 


, 5 


■ ■ 5 


■ 5 




6 


f 


8 


Number of. individuals 
completing ques/ionnaire 


5 ' 


5 


5 












<^ — ' — ^— 1 : 

.Percent of individuals 
completing c||»estns^)naire 


. 100 % 


100 % 


100 


100 

- — — aJ 


^ 100 ^r. 


,67 


'/OO "r. 


, 50 



*A^frage percentage of students who want help in choosing and planning for the type of career th^k^ao^ and the education and or train- 
ing It requires (Student Questionnaire Item 21); average percentage of graduates who perceived the high school did not adequately help ^ 
them choose and plan for tli^jiareer they wanted and the education and/or training required for it (Graduate Questionnaire Item 23); 
average percentage of faculty /staff who think* it is importaot for high.schools to help students choose and plan for Che type of career ihey 
w^nt and the educatiort and or training it i^equires (Facult^^taff Questionnaire Item 2); average percentage of parents who think it is 
impor,tant Cor high schools to help students choose and plan for the type of career they want and thfe education and/or training it requires 
(Pkrent^Questiohnaire Item 2). ^ ^ ' ' , - 

Questionnaii^ data collected o* 'TPI^A.^Ji /§', 1^77" ^ - 

, ; (dat^- 



ERIC 



9^>nn No. 17 



1^2 



- \ 
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TABLE 49: inadequacy of Career Development^sistance as Indicated by Graduates'*' 



Career Development Skills 


Percentage of Graduates 
Who Say They Did Not 
Receive Adequate • 
• Assistance 


Percentage of 
Non-Respoitdents ^ 


■ 

Area I~'Self-awareness, social awareness, ^ 










and pjroblem-solving skills: " 








■J ■ 












item 1 • . 








r 


Item 2 P 




f 




C7 
r 


Item 3 ( 




c 






Item 4 ^ ' 4 . 




r 






Item 5 . / ' 




r 






- Item 6 


* 


c 






Area II— Job exploration skillsij 










Item 7 * - ' 




r 






Item 8 








c 


Item 9 /s ^ 




r 




r 


Item 10 




r- 
f 


• 




Area III— Job acquisition and riroblem- 
^ I I'll 

solvmg skills. ^ 




























Item 11* '^'^ 




r 




% 


Item 12 




r 




% 


Item 13 




r 




% 


Item 14 • ^ 




f 




% 


Area IV— Educational explorati'or>skills: 












\ 








It-em 15 




% 




'% 


Item 16 


I 






/o 


Item 17 , 




% - 




% 


Area V— Eklucational acquisition and ^ 






1 




problem-solving skills: 










' % 


.. ' ^ 








Item 1'8 ' . 




• r 




% 


Item 1?' . . 








% 


Item 20 

• r-:^ — '-^ = 




% 




%. 


Number of individuals receiving questionnaire: 










Number of irrdividuals completin^questiirin^je: [ " - • ' 


Percent of individuals completing questionnaire: 











^Percentage of graduates who indicated that the high school did.nof provide adequate assist^ce in 
each of career development skills (Graduate Questionnaire, Items 4-20). 



Questionnaire data collected on:' 

' ^ f3atel ^ . 

.. 1.54 



5* TAT 



TABLE 49> Iha^leqiracy of Career Development Assist\nce as Indicated by Graduates* 



Career Dtvelopment Skills 
» ' . 

. , : --L. 


Percentage of Graduates 
Who Say They Did Not 

Receive Adequate 
^ Assistance 


Percentage of 
Non-Respondents 


Area I"~Self-awareness. social awarenp<» 
* and problem-solving skilly: 










Item 1 





/c 


U 


% 


I.tem 2 




/c 


r\ 

t u 


% 


Item 3 


75 


/O 


0 




Item 4 


IS 


'0 . 


0 




^ Item 5 
♦ Item 6 


100 


% 


« 0 


% 


75 


% ■ 


0 


% 


Area II— Job exploration skills: 










Item 7 


2.5 


— c » 




Of ^ 


Item 8 * ' ^ 


SO 


% ' 




% 


Item 9 


5a 


% 




% " 


item 10 


so 


% 


0 


% 


Area III~-Job acquisition and prof)l^m- 
solving skills.: 


. ■ • 
- 






• 


Item 11 ' 




% 


^ 0 




Item 12 


75 


,/c 




% 


Item 13 ' 


. 100 


% 




'% 


Item 14 


532_ 


% 


- 0 


% 


Area IV— Educational exploration skills: 






* 




. 1 Item^ 15 


so 


% 


- 0 


-91^ — ^ 


" . Item* 16 


so 




0 > 


7o 


Item 17 


so 


% 


0 


% ' 


Area V— Educational acquisition and' 
problem-solying skills : 










f Item 18 


75 


% 


9 

0 




/ Item 19 
' Item 20 . 


75 


% 


0 


%; 




0 


% 


f'^hiber of individuals receiving questionnaire: 










Number of individuals completing questionnaire 






s 




Percent Of: individuals completi^ig questionnaire: 


67% 


: — 







o o .^>..w«v^v. vi.ob "1^1 uiu nui pre 

each of career develoi>ment skills (Graduate Questionnaire, Items 1-20). 

Questionnaire data collected on : ITUlAcJL 15^ 1977 

^ ' (date) ' 

Form No, M 



in 
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I 



CAMERA READY MASTERS 



B/M-4 Selecting Program Goals 



V 



ERIC 



156 



4 



CPSS PROGRAM GOAL^JST , ^ 

(Derived from twenty career envelopment 
skill items in the Student Questionnaire) 

Numbers on this list correspond to the 

question numbers on the questionnaire x 

1. The student will be able tQ.fi3iplorehis/hej[ interests, abilities, and values'.^ 

2. Th€ student will be $ble to identify and solve personal prqbjems common to young people in ' 
high school. 

3. ^ The student will be able to apply logical steps in making important decisions in his/her life, 

such as choosing a.job, further education, or a place to live. 
•V ' 

4. - Thf student will recognize how the different attitudes people have toward *ales and females 

can affect job or education or training opportunities. 

5. The student will recognize how, the different attitudes people have toward racial ethnic 
groups can affect job or education or training opportunities. 

* * 

6. The student will be able to deal with situations that' he/she may encounter after leaving high 
school, such a$ being financially independentfremaining single, getting married, and raising a 
family. : ^ • ' • 

7. The student will be able to use various^andard job reference matetials, such as The Occupq- 
tional Outlook Handbook, The Dictionary of Occupational Titles, and The Encyclopedia qf ' - 
Careen. * 

8. The student will be able to id^entify specific characteristics of several jobs, such as pay, draining 
required, work hour's, opportunity for advancement, vacation, andf demand for the job. 

9. The student will be able to identify the general daily activities tKat are performed on several- - 

jobs. * t . 

• ^ > ' • « t 

10» The student will be able to compare his/her interests, values, and abilities with those needed 
on several jobs. , ^ \ 

11. The student will demonstrate his/her abilities to correspond properly with a potential employer 
by correctly filling oufa job application form^ writing a good letter o! application, and preparing 
an adequate summary of his/her qualifications and experience. 

12. The student will be able to present himself/herself effectively in a job interview. 

13. The student will be able to locate and use various resources in the community, such as employ- 
ment bulletins, employment agencies, and people that could assist him/her in finding a job. 

14. The student will be able to apply problem-solving techniques to deal with situations that he/she 
might find on the job, such as poor cojnmunication, prejudice, attitude and value conflicts, get- 
ting along with fellow-workers and supervisors. 
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' 15. The student wUl be able to identify the characteristics of several different educational or train- 
ing programs, such as what jobs they prepare one for, cost'of the program, and what is required 
for entrance ancf completion. 

16. The student will be able to compare his/her interests, values, and abilities with those needed for 
specific education or trair\ing programs. 

The student will be able to utilize various resources available, such as brochures, catalogues, and 
people in the programs, to explore education or training prograral 

18. The student will be able to plan courses to take in high^ school to apply to his/her occupational 
choices. • I 

19. The student will be able to apply for entrance into an education or training program, such as 
contacting the appropriate person, and correctly completing an application form. 

20. Xhe student will /be able to apply problem^lving techniques to deal with situations that he/she 
might find in education or training programs, such as getting along with fellow students and 
teachers and maintaining a good grade average. 
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DIRECUONS FOR WRITING PROGRAM GOALS 




NOTE; This handout is provided for Steering Committee members so that tjiey can become 
famili&r with CPSS goal format and to gain expertise in writing additionaJ goals for 
your career development* program. The informatics to be learned and practiced 
is written for self-mstruction so that each member may w'ork independently. Once 
the techniques for writing program goals have been mastered, you will be ready to 
write goals that are not based on the present Student Questionnaire items for your 
school. . _ 



Part 1 Goals in the provided program goal list are based on career development skills iden- 

tified in the Student Questionnaire. The questionnaire is designed to identify which 
of these skills students have abready acquired and which of the skills students are 
lacking. Goals state what career development skills students should have after par- 
ticipating in 'the school's career guidance program. 

Activity 1 Complete the following statement: 

Program goals state; * ^ 

A. How. much ^udents will be involved in career development activities 

B. The skills students need to syccess£ully plan their careers 

C. Both A and B ' • * - 



* ANSWER: B is correct. Program gojjs do not state how much students will be involved 
in career development activities. 



The caseer development^kills identified by the questionnaire are only a sample of 
all sk^k n^^d by sHidents. Because the questionnaire does no* present a complete 
list of^dMs, goals may be based on other sources to provide a comprehensive set of 
goalsJBr the school's career guidance program. Goals may be based on requirements 
oj^me and local educational agencies. They also may be based on career develop^ 
ment skills, knowledge, and attitudes-iHat are considered to be important to students 
in the professional judgment of the individuals involved in writing goals. 
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Activity 2 Complete the following sentence: 
* # 

Goals written for your career guidance program may be tased on: 

, A. Knowledge skills, and attitudes considered to be important to students in 
- — ^ the judgment of the individuals writing goals . " 

B. Educational requirements of state or local agencies 

^ C. Career development skills identified in the Student Questionnaire 

D. ".All of the above " ' ' 



ANSWER: D is the correct answer. Goals may be based on all three sources listed in A-C. 



Part 3 - Goals are written to define the direction for your school's career development pra^ 
gram. Taken together, the goals should identify most of the important career devel- 
opment skills, knowledge, and attitudes students would need to plan satisfying 
careers, .no matter what type of career they choose. Goals enabre students to know 
what they are expected to learn iir career development activities. Goals also define 
the.career development skills and knowledge the school is expected tcWmpart to tfTe 
students. v 

Activity 3 Complete the following statements: 

Goals are written to': 

A. Define the resources needed for the career guidance program 

. B, Define the skills and knowledge the school is expected to impart to the 
students in the area of career development 

* ^. Define what kn9wledge, skills, and attitudes students^are expected to 
acquire in career develop activities 

D. . A and B 

Ef BandC , - 



ANSWER: E is correct. Goals define both what the school is expected to impart to the 
students and what the students are expected to learn. 



I 
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Part 4 A goal has two main parts: actor and outcome. 

A. Actor — The person or persons for whom a goal is written are the actors. Stu- 
dents should be the focus of your career guidance program. Therefore, goals 
should always have students as the actors. . . . 

B. Outcome - The outcome portion of a goal states what skUl, knowledge, or at- 

j titude a student should have after participating in career .development activities. 

The outcome should always be related to the area of career development. 

Activity 4 Complete the following statements: 

The persons for whom goals are written are: . 

A. Parents « 

B. Students 

i 

C. Teachers ^ 

D. All of the above, 



ANSWER: B is correct. All career development activities are planned to benefit students. 
Therefore^he goals of the program. are written for students* 



The outcomes stated in a goal: 

A. Are concerned with career development 

B. , De^be the career development skills teachers will need 
skill, knowledge, or attitudes students shoukLhave 

A and B above 

E. A and C above 

F. B and C above ' , >^^<v- 




ANSWER: E is correct. The outcome portion of a goal ^ates wLt a student should be 
able to do in th*e area of career development. The outcome does not describe 
^ skills teachers will need: The entire goal is written for students who should be 
the focus of a career guidance program. 
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Purt 5 An outcome states what a student should be able to do. It should not state what 

activity the student is involved in to acquire the knowledge or skill. For example,' 
to state that "Tjje student will visit the state employment service" describes an ac- 
tivity, or a process, or an instructional method that could result in.any number of 
Skills from knowing the location of the employment service to being familiar with 
the services offered there. It would not be an acceptable goal because it describes 
an activity rather than the skill, knowledge, or attitude a student should have. Goal 
statements must identify the skills, knowledge, or<attitudes a student should have. 
Goal statements<should not describe the activities or processes or methods used to 
acquirXthe skill. 

Activity 5 . Decide which of the following statements describe4)ehaviors (knowledge, skills, and 
^attitudes). ' . 

.A. The student will be able to describe the economic aspects of home 
management. 

B. Th^tudent will mdet with a counselor twice a semester. 

C. The student will be able to identify the educational requirements for three 
occupations. 

D. The student will attend a meeting on career planning sponsored by the 
iocal chamber of commerce. 



E. The student will visit two employment agencies. 



G 



^ The student will contact the personnel managers of various local industries. 

The student will be able to compare the advantages and disadvantages of 
^ different occupations. / 



ANSWER: You should have chosen, A, C, and G'above/ These rfatements describe skills and 
knowledge that students may j|ossess. Statements B, D, E, and F describe activ- 
ities or processes. ' \ 
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Part 6 Goals included in the CPSS Program Goal List are based on items 1-20 from thp 

Student Questionnaire. The need for each itemy as expressed by the students, has 
been recorded on Tables 41 to 45. These goals are written by use of both the ques- 
tionnaire itefh and the corresponding statement on the table a&references. The sur- 
vey items are more specific than the tablfes. The statements on the tables are written 
in terms that are more technically correct (e.g., **occupation" as **career" rather tftan 
**job") The goal that is written is a direct 'translation of the questionnaire items, us- 
ing the language 6f the tables. For eymple, item I on the questionnaire is written: 

**Have you learned how to explore youi^^nterests, abilities, and values?" 

The corresponding statement on Table 41 reads: 

**Exploring interests, abilities, and values." 



/ 



V 



Translating the questionnaire item into a goal, using the language of the tables, the 
^ goal is stated as follows: 

*Th^ student will be able to explore his/her interests, abilitiev«nd values." 

Note that the above statement has student as the actor and describes an outcome , the 
skill the student should. have after participating in ^ career development activity. 

Any goals that are not included in the provided CPSS Program Goal List should be . 
written in the same format as goal? that are included in the provided CPSS Program 
^ Goal List (i.e., student as actor, outcome stating a skill, knowledge, or attitude in 
the area of career development, etc.). 



Activity 6 Which of the following would be acceptable goals for your career guidance program? 
If a goal is not acceptable, state why>' 



f 



; ' A.^ The student will be familiar^ith the entrance requirements of the schools 
• of his/her choice. 



B. sjhe student will participate In ^t least two career devjelopment activities . 

Co^e offered dilring free'periods. 

C. Teachers will be able to assist students ip planning course selection for a 
given career. 

« * • 

D. J'he student will recognize the relationship of his/her Abilities and invests 
*o his/her career goals. 



Ninth grade students will be^ible to relate the course they plan.fdr finishing 
high school to their^areer plans. ^ 
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ANSWER: •A, D, and E are acceptable goals. They^lescribe knowjedge and attitudes 
4 sitiidents ^ould have in tfie area of career developmentj; 



^ Gpal B is not acceptable because it describes an 'activity students will take 
part in .rather than the skill,' knowledge, or attitude they shouW have. 

Gpal C is not acceptable becTause it doe/not harve'students'as the actors. 



NOTE: Activity 6 colicludes this handout. If you Itad difficulty with more than ohe 
goal stai;ement in Activity 6, then review this handout. If you missed one or 
less, inform .t^e CPSS coordinate? that you are ready "to begin writing goals. 



V 



♦V 
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50.. Prosram Goaf 



, ■ ' 

Career Development Skill Area 


, Goal No. 


Priofity - 


■i • . 


\ 








T 


, Gqal 






V 








*| 










behavioral Objefltives (Attach additional oaees. if necessarv \ ' 
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Rationale for Selection for Implementation: 
• (Projected Date for Implementiation si • ) 
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51; Career Development Skilf Area Priorities 
(Date: ^ 



) . - 



f 



Tentative priority 
based on student 
data on Table 40 



Final priority, taking 
into account graduate, 
family, and faculty/ 
staff data on Table 40 



Area 


% Area 


Area 


Area 


Area< 


I- 




• III 


IV . 


y 








* 




Area 


Area ' 


Area 


Area 


Area 


. I 


II 


' III 


IV 


V 













priorit]^ A because: (givrf rationale below) 



^^tier 



is assigned 



prigj'ily B because; 



is assignee] 



priority C because: T 



is assigned 



D. 



priority- D because ^ 



is assigned 



E. 



priority E because: 



is assign eti 
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52. Career Development Matrix ? 



Career Develop- 
ment Skill 
Area Prior- 
Career X ities 
Develop- 
ment Goaf 
Ranks 
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Priority A Area: 



A-1 Goal: 



A 2 Goal: 



Priority B Are^: 



B-1 Goal: 



\ 



% 



B-2 Goal: 



Priority C Area: 



A-3 Goal: 



% 



A-4 Goal 



A-5 Goal: 



A'6 Goal' 



, % 



B-3 Goal: 



% 



B-4 Goal: 



B-5 Goal: 



B-6 Goal: 



C-1 Goal: 



% 



C-2 Goal 



C-3 Goal: 



C-4 Goal 



% 



C-SGoal: 



C 6 Goal: 



Priority O Area: 



W Goal: 



% 



D-2 Goal: 



D-3 GoaJ^ 



% 



* Priority E Area: 



E-1 Goal: 



D-4 Goal. 



,% 



D-5 Goal . 



D>6 Goal: 



% 



E 2 Goal. 



.% 



E-3Goal: ' 



% 



€•4 Goal: 



E 5 Goal: 



E-6 Goal: 



i^u! ^'^^ ^'^^ development skill area title in order of priorities A through E, based dn data summarized in 

Table 40; for each goal rank cell, enter the goal number and percent ot student needs based on data summarized in Tables 41 45. 
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.53. ^ogram Goals Selected for Implementation 
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CAMERA READY MASTERS 

B/M-5 Producing CDU's 
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CDU EVALUATION F^R 



Instructor: 



\ 



BO 

No. 



Goal No. 



Infusioh Point: 



No. of ^ 
Studenti; 
Attempt- 
ing BO 



BO Acfiievement 



No. 



% 



Method 
. Utter 



No. of 
Studenti 
in Method 



Helpful- 



No 



% 



Interesting 



No. 



% 



Student' Comments 
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54. Career Development»Units and Evaluation Results. 

J Insert all approved career development units after this page. Alsp insert evaluation results with 
each CDU. (You may wjant to organize the CDUs by goal number.)' 




55. Annual Summary of CDU Evaluations (School Year 19 ~ ) 
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